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Outline Proposal for Excursion completed by Group Leader and agreed by Head of Establishment in principle

L 2

Category of Excursion is agreed

¥

Category 1

Regular Excursions

Annual parental approval form
completed

Group Leader and Depute
agreed

[d Roles and responsibilities
agreed

[ Qualifications checked

) 4

Risk Assessment Forms
completed
DDA compliant

4

Ratios agreed taking into
account:

[ category of excursion
(1 gender mix
(1 risk assessment

[ nature of needs of people
on excursion

[ nature of environment

\ 4

Additional helpers sought if
required

(1 Volunteer Registration
Forms completed and
Disclosure Check carried
out

[d Requirements for first
aiders agreed

O Qualifications checked
(1 Child protection trained
) 4
Identify:
(1 adequate first aid
[ appropriate transport
1 emergency procedures

Approval Form A completed
and signed by Head of
Establishment

Parents/Pupils briefed

\ 4

Homebase Contact identified
and details of excursion and
participants passed on

A 4

Paperwork filed and excursion
evaluated to identify further
improvements

If using an external agency, check the list of approved providers

Category 2
Optional Excursions

Letter to parents for expression
of interest in excursion

\ 4

Specific parental consent form
completed

\ 4

Group Leader and Depute
agreed

[d Roles and responsibilities
agreed

[ Qualifications checked

¥

Risk Assessment Forms
completed
DDA compliant

\ 4

Ratios agreed taking into
account:

[ category of excursion
(1 gender mix
(1 risk assessment

[ nature of needs of people
on excursion

[ nature of environment

\ 4

Additional helpers sought if
required

[ Volunteer Registration
Forms completed and
Disclosure Check carried
out

(1 Requirements for first
aiders agreed

O Qualifications checked
(1 Child protection trained

\ 4

[dentify:
(1 adequate first aid
[ appropriate transport
(1 emergency procedures

Approval Form A completed
and signed by Head of
Establishment

Parents/Pupils briefed

\ 4

Homebase Contact identified
and details of excursion and
participants passed on

\ 4

Paperwork filed and excursion
evaluated to identify further
improvements

Category 3
UK Overnight

Letter to parents for expression
of interest in excursion

\ 4

Specific parental consent form
completed

\ 4

Group Leader and Depute
agreed

[ Roles and responsibilities
agreed

[ Qualifications checked

4

Risk Assessment Forms
completed including suitability
of accommodation
DDA compliant

\ 4

Ratios agreed taking into
account:

1 category of excursion
1 gender mix
[ risk assessment

[ nature of needs of people
on excursion

[ nature of environment

A 4

Additional helpers sought if
required
1 Volunteer Registration
Forms completed and
Disclosure Check carried
out
1 Requirements for first
aiders agreed

O Qualifications checked
1 Child protection trained

4
|dentify:
1 adequate first aid
Q appropriate transport
 emergency procedures

Approval Form B completed
and signed by Head of
Establishment

4

Excursion registered centrally at
Pullar House at least six weeks
before

\ 4

Parents/Pupils briefed

\ 4

Homebase Contact identified
and details of excursion and
participants passed on

A 4

Paperwork filed and excursion
evaluated to identify further
improvements

Category 4
Abroad

Letter to parents for expression
of interest in excursion

) 4

Specific parental consent form
completed

A 4

Group Leader and Depute
agreed

[ Roles and responsibilities
agreed
[ Qualifications checked

4

Risk Assessment Forms
completed including suitability
of accommodation
DDA compliant

) 4

Ratios agreed taking into
account:

[ category of excursion

[ gender mix

[ risk assessment

[ nature of needs of people

on excursion
[ nature of environment

A 4

Additional helpers sought if
required
1 Volunteer Registration
Forms completed and
Disclosure Check carried
out
1 Requirements for first
aiders agreed

O Qualifications checked
[ Child protection trained

\ 4

Identify:
1 adequate first aid
Q appropriate transport
 emergency procedures

\ 4

Is the travel company ABTA/
ATOL registered?

A 4

Approval Form B completed
and signed by Head of
Establishment

) 4

Excursion registered centrally at
Pullar House at least six weeks
before

\ 4

Parents/Pupils briefed

¥

Homebase Contact identified
and details of excursion and
participants passed on

\ 4

Paperwork filed and excursion
evaluated to identify further
improvements

Category 5
Day Trip with
Adventurous Activities

Letter to parents for expression
of interest in excursion

\ 4

Specific parental consent form
completed

\ 4

Group Leader and Depute
agreed

[d Roles and responsibilities
agreed

[ Qualifications checked

4

Risk Assessment Forms
completed including suitability
of accommodation
DDA compliant

¥

Ratios agreed taking into
account:

[ category of excursion
1 gender mix
[ risk assessment

[ nature of needs of people
on excursion

[ nature of environment

\ 4

Additional helpers sought if
required

[ Volunteer Registration
Forms completed and
Disclosure Check carried
out

(1 Requirements for first
aiders agreed

O Qualifications checked

(1 Child protection trained

\ 4

Identify:
1 adequate first aid
(1 appropriate transport
(1 emergency procedures

Approval Form B completed
and signed by Head of
Establishment

4

Excursion registered centrally at
Pullar House at least six weeks
before

A 4

Parents/Pupils briefed

\ 4

Homebase Contact identified
and details of excursion and
participants passed on

\ 4

Paperwork filed and excursion
evaluated to identify further
improvements
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